




 

RFQ DOCUMENT SIGNATURE PAGE 
 

ASSIGNMENT: A Contractor shall not assign any Purchase Order or Contract or any monies due therefrom 
without prior approval of the Purchasing Director, the Finance Director and in some cases the 
City Council.  Contact the Purchasing Agent for proper procedure. 

 

THIS FORM MUST BE FILLED OUT IN ITS ENTIRETY.  FAILURE TO COMPLETE FORM MAY BE 
CAUSE FOR REJECTION. 

***UNSIGNED BIDS CANNOT BE CONSIDERED*** 
 
IN THE FURTHER DESCRIPTION OF THIS PROPOSAL, WE SUBMIT INFORMATION IDENTIFIED AS 
FOLLOWS: 
BIDDING UNDER THE NAME OF: 
      (PRINT FULL LEGAL NAME) 
(PURCHASE ORDER WILL BE ISSUED AND PAYMENT WILL BE MADE ONLY IN THE NAME ABOVE.  ALL PAYMENTS ARE TO BE 
MAILED.  VENDOR PICK-UP OF PAYMENT IS NOT ACCEPTABLE) 
 
MAILING ADDRESS: _________________________________________________ 

 __________________________________________________ 
                                                                                   (ZIP CODE) 

PAYMENT MAILING ADDRESS: _________________________________________________ 

(IF DIFFERENT FROM ABOVE) __________________________________________________ 
                                                                                    (ZIP CODE) 

BUSINESS ADDRESS: _________________________________________________ 

(CHECK ONE): 
 LEASE_____   RENT  ____  OWN _____ 

__________________________________________________ 
                                                                                                               (ZIP CODE) 

  
FEDERAL EMPLOYER ID #: __________________________________________________ 

CHECK ONE:  

(   ) CORPORATION, Incorporated Under The Laws Of The State Of ______________________________ 
 
        If Other Than Michigan Corporation, Licensed To Do Business In Michigan? _______YES _______NO 

(   )  PARTNERSHIP, Consisting of (List Partners) 

_________________________________________ _________________________________________ 

_________________________________________ _________________________________________ 

(   ) ASSUMED NAME (Register No.) ___________________________________________ 

(   ) INDIVIDUAL  

IF NOT SIGNED BY OFFICER OF FIRM, THE PERSON SIGNING MUST HAVE AUTHORITY TO COMMIT 
THE FIRM TO THIS BID. 
E-MAIL: _______________________________ AUTHORIZED SIGNATURE: 

DATE __________________________________ SIGNED: ___________________________________________ 

TELEPHONE NO. _______________________ PRINTED___________________________________________ 

FAX NO.________________________________ TITLE/POSITION____________________________________ 
ALTERNATE COMPANY CONTACT 

CELL PHONE NUMBER:__________________ _____________________________________________________ 

 



 

STATEMENT OF NO BID 
 
 
If you are not bidding on this service/commodity, please complete and return this form to:   
1301 E. Warren, Ste 304 – Purchasing Division, Detroit, MI  48207 or Fax to 313-833-5338 or  
313-833-7890.  (Please print or type, except signature) 
 
PURCHASES AGENT:   RFP/RFQ:  
 
COMPANY NAME:  ______________________________________________________________ 
 
ADDRESS:  _____________________________________________________________________ 
 
CITY:  ______________________________________  STATE:  ______________  ZIP: ______________ 
 
CONTACT PERSON:  _____________________________________  PHONE: ______________________ 
 
 
We, the undersigned, have declined to quote on Bid No.  ____________ because of the following 
reason (s): (Check all that apply) 

 
 
_____________ City of Detroit payment issues (specify below). 
 
__________ We do not offer this product or the equivalent. 
 
__________ Unclear description/specifications (specify below) . 
 
__________ Insufficient time to respond to the invitation to bid. 
 
________ Unable to meet bond requirements. 
 
_________ Our product schedule would not permit us to perform. 
 
________ Other (specify below). 
 
REMARKS: 
________________________________________________________________________ 
________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
 
 
 
Signature: ____________________________________________ Date: _______________ 



 
Detroit Department of Transportation 
Bus Schedule Print Production Specifications 
For All Schedules as of July 2012 

 
 

 
Schedules are produced in two (2) sizes: 6-panel and 8-panel.   
1. A panel is 3.666" x 8.5" 
2. A 6-panel schedule is 11" x 8.5" (3-panel front and 3-panel back). 
3. An 8-panel schedule is 14" x 8.5" (4-panel front and 4-panel back). 
 
All schedules by number of panels. 
1. Thirty-two (31) schedules are 6-panel (11" x 8.5"). 
2. Nineteen (19) schedules are 8-panel (14" x 8.5"). 
 
The number of schedules based on the number of panels is subject to change. 
 
Specifications: 
 
Order Quantities: The total number of different schedules to be printed is 50 (27-Green/Black, 13-
Dk.Blue/Black, and 10-Purple/Black). Digital files will be provided in PDF format (Portable 
Document Format), color separated (PMS color and Black) with appropriate registration and crop 
(bleed) marks. The Contractor shall indicate their capacity to utilize and/or adapt to a complete 
disk production process should DDOT desire such conversion at a later date.    
 
Schedules will be packaged by color by DDOT’s Graphic Designer or Marketing Manager when 
sending the final PDF files over to the printer via e-mail for ease of production, unless other 
specifications are given to DDOT prior to the processing of the print job. 
 
Paper: White; Text Wt. 20# bond. 
 
Ink: Two colors – PMS Color and Black, printed two sides. (All schedules bleed on all sides) 
 
PMS Colors: Green, Pantone 362C; Dark Blue, Pantone 300C; Purple, Pantone 258C 
 
Size: Flat Sizes: 11" x 8.5", 14" x 8.5"  

 Folded size of finished schedule: 3.666"x 8.5" 
 Bindery work will be:  

  -Tri-fold for 6-panel (11" x 8.5");  
  -Quad-fold for 8-panel (14" x 8.5"); 
   
Packaging: Schedules shall be rubber banded in quantities of 100.  Schedules shall be shipped in 
boxes or shrink wrapped according to DDOT Route numbers.  Do Not Mix Schedules. 
 
Sample: A sample, which includes the actual paper stock and printing method to be used for the 
contract may be requested.  A sample may be requested in each of the four colors and both 
sizes.  Samples are at no additional charge and should be delivered within 3 business days of 
request. 
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Color Printed Bus Schedules Specifications (one-time) Page 2 of 2 

 
 
 
Delivery: Delivery due dates shall not exceed five (5) calendar days from receipt of digital files.  
Exceptions require the written permission of DDOT.  Schedules shall be delivered Monday – 
Friday between 8 a.m. – 3 p.m. to: 
 

Detroit Department of Transportation 
Stationery Stores Receiving Dock* 

     5025 Russell 
                 Detroit MI. 48207 
                Attention: Print Shop 
 
DDOT’s Marketing Division must receive a signed packing slip as verification of the delivery of the 
schedules prior to processing of invoices.  
 
*Entrance to the DDOT yard is via gate on NB Chrysler Service Dr., North of Warren Ave. 
 
 
 
 
 
 



BIDDER’S COMPANY NAME_________________________________ RFQ # 48731 
   

TERMS AND CONDITIONS 
 
 
FURNISH: 
Color Printed Bus Schedules for the City of Detroit Department of Transportation for a one time 
purchase. 
 
GENERAL CONDITIONS: 
It is the responsibility of the Bidder to review General Conditions as specified, pages 1 through 4. In 
your quotation a distinction between dollars and cents must be made.  Also, illegible bids may be 
grounds for rejection of your bid.   All changes made to the bid form altering, price, terms, quote 
and/or conditions MUST be crossed out and initialed.  Failure to initial any changes may be grounds 
for rejection of your bid.  CORRECTION FLUID IS NOT ACCEPTABLE. 
 
SPECIAL CONDITIONS/CONTRACTUAL PROVISIONS: 
 
It is the responsibility of the Bidder to review the Special Conditions attached to this RFQ and comply 
with all requirements therein. 
 
TERMINATION OF CONTRACT: 
The City reserves the absolute right to terminate this contract in whole or in part, for the convenience 
of the City at its sole discretion on thirty (30) days written notice to Vendor. 
 
QUOTATIONS/PROPOSALS: 
 
Bidders MUST submit an original, one copy and a soft copy on flash drive using the Microsoft Office 
2000-2003 software.  Failure to do so maybe grounds for rejection.  All flash drives become the 
property of the City of Detroit Department of Transportation Purchasing and Contract Administration 
Division.  Additionally, duplicate copies of all descriptive literature and/or samples must be provided 
as requested.  Failure to submit both maybe grounds for rejection. 
 
MINOR DEVIATIONS: 
 
Specifications referred to herein are used to indicate desired type, and/or construction, and/or 
operation.  Other products and/or services may be offered if deviations from specifications are minor 
and if all deviations are properly outlined and stated in the bid document.  Failure to outline all 
deviations may be grounds for rejection of your bid. 
 
The decision of the City of Detroit, acting through the Purchasing Director, shall be final as to what 
constitutes acceptable deviations from specifications. 
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BIDDER’S COMPANY NAME_________________________________ RFQ # 48731 
   
 
RESPONSIBILITIES: 
 
The responsibilities under this (proposed) contract are that the City of Detroit is obligated during the 
period stipulated to purchase all of its NORMAL REQUIREMENTS of the above referenced products 
and/or services from the contractor, and the contractor is obligated to supply the quantities an/or 
services which the City of Detroit requires for its operations.  Requirements stated herein are 
approximate but are for entire normal requirements, whether more or less.  Requirements stated are 
not guaranteed. 
 
 
FURNISH: 
 
Color Printed Bus Schedules for the City Department of Transportation for a one time purchase. 
 
Item No. Description Estimated 

Yearly 
Quantity 

Unit of 
Measure 

Estimated 
Price 

1.  Schedules, initial print, color: 
dark blue, 6-panel, 11”x8.5, 3-
panel front and 3-panel back, a 
panel is 3.666”x8.5”,  

90 
 

M 
(thousand) 

 
$              /M 

2.  Schedules, initial print, color: 
purple, 6-panel, 11”x8.5, 3-
panel front and 3-panel back, a 
panel is 3.666”x8.5”,  

80 M 
(thousand) 

 
$              /M 

3.  Schedules, initial print, color: 
green, 6-panel, 11”x8.5, 3-
panel front and 3-panel back , 
a panel is 3.666”x8.5”,  

130 M 
(thousand) 

 
$            /M 

4.  Schedules, initial, color: dark 
blue, 8-panel, 14”x8.5, 4-panel 
front and 4-panel back, a panel 
is 3.666”x8.5”,  

40 M 
(thousand) 

 
$             /M 

5.  Schedules, initial, color: purple, 
8-panel, 14”x8.5, 4-panel front 
and 4-panel back , a panel is 
3.666”x8.5”,  

20 M 
(thousand) 

 
$             /M 

6.  Schedules, initial, color: green, 
8-panel, 14”x8.5, 4-panel front 
and 4-panel back , a panel is 
3.666”x8.5”,  

130 M 
(thousand) 

 
$               /M 

 
SAMPLES: 
 
Samples of printed material will be available for inspection at 1301 E. Warren DDOT 
Contract/Purchasing Division room 201, between the hours of 10:00 a.m. and 2:00 p.m. prior to 
submitting bids.  Failure to make examination or neglect to include all material or labor 
required to fulfill every detail of the specification will not be basis for claim of extra 
compensation.   
 
(  ) We have visited 
(  ) We have not visited the DDOT Office 
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BIDDER’S COMPANY NAME_________________________________ RFQ # 48731 
   
 
PROOF: 
A proof must be submitted prior to production to 1301 E. Warren DDOT Contract/Purchasing 
Division Room 201, Detroit, MI.  Contact: Ms. Suvon Treece at (313) 833-7292. 
 
 
SPECIFICATION CHECK: 
 
We have read the specifications thoroughly and we: 
 
(     )  Are able to meet specifications without deviation 
 
(     ) All deviations are properly outlined on an attached sheet marked _____________  
 __________________________________ for identification. 
 
Signed:  ____________________________________  
 
Title:  ______________________________________ 
 
 
PRICE: PRICES ARE FIRM. 
 
 
AWARD: 
 
One (1) award of contract will be made on a low total net bid basis.  Bidders shall quote on all items, 
leave no blanks and state “No Charge” where applicable.  Blank spaces are considered to be no offer.  
The City of Detroit reserves the right to delete any item(s) from the award. 
 
All awards are subject to Ordinance No. 52-H, Chapter 12, Article 3. 
 
SHIPMENT: 
 
The contractor will be expected to make reasonably prompt deliveries consistent with quantities 
ordered.  Should an emergency arise for items which are not available, the City of Detroit reserves the 
right to secure sufficient quantities from others to meet its immediate needs without prejudice of the 
proposed contract.  If, however, in the sole opinion of the Finance Department, Purchasing Division, 
the contractor fails to render reasonably prompt delivery service, the City of Detroit may terminate the 
contract forthwith and no damages will accrue. 
 
The City of Detroit wherein referred to shall mean the City of Detroit, acting through the Purchasing 
Director. 
 
It is understood that these supplies will be required in various shipments from time to time.  Shipments 
will be made within _______ days after each notice to ship.  The City of Detroit reserves the right to 
reject low bids offering unsatisfactory shipment terms. 
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BIDDER’S COMPANY NAME_________________________________ RFQ # 48731 
   
 
DELIVERY: 
 
Is desired within five (5) days for receipt of Purchase Order or Store Release. 
 
(   ) We can meet the above delivery 
 
(   ) We can not meet the above delivery schedule but offer the following: 
 
 _______________________________________________________ 
 
 
OVERRUN/UNDERRUN: 
Overrun/Underrun not acceptable. 
 
 
EXPERIENCE AND REFERENCES: 
Past performance and experience may be factors in making the award. 
We have furnished goods and or services of a similar nature, as follows (Complete in entirety):  
 

 COMPANY ADDRESS PHONE NO. CONTACT 
1. _____________________ ____________________ _____________ _____________________
2. _____________________ ____________________ _____________ _____________________
3. _____________________ ____________________ _____________ _____________________
4. _____________________ ____________________ _____________ _____________________

 
 
PREVIOUS EXPERIENCE: 
 
The City’s past experience with the bidder on previous contracts will be considered in determining the 
award. 
 
 
BID WITHDRAWAL: 
No bid shall be withdrawn for ninety (90) days from submission deadline.  Bidders may reduce this 
period, if stated on bid, but such bids may be rejected on the basis of the reduced time period.  This 
paragraph supersedes paragraph 14 of the General Conditions. 
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BIDDER’S COMPANY NAME_________________________________ RFQ # 48731 
   
 
 
 
F.O.B.:  Goods are to be F.O.B. delivered to the Department of Transportation: 
 
City of Detroit 
DDOT- Materials Management Division 
Stationary Stores 
5025 Russell  
Detroit, MI  48207 
Attn: Suvon Treece 
 
 
TERMS OF PAYMENT: 
A discount of _____% will be allowed for payment of invoice within forty-five days of delivery and 
acceptance of the above items and vendor's invoice. Other terms less than forty-five (45) days, 
E.O.M., Proximo, etc., shall not be considered.  Payment terms will not be considered in determining 
the award of the contract(s), except in the case of tie bids. However, discounts may be offered to 
facilitate prompt payment. 
 
The City of Detroit reserves the unqualified right to reject any bid which includes a provision for a 
service charge levied by a vendor when payment by the City is not made within a specified time 
period.  This paragraph supersedes paragraph 4 of the General Conditions. 
 
 
INVOICING: 
 
All invoices submitted against the contract must include part or item number(s) and part or item 
description, list price, and applicable discount. 
 
Items not properly invoiced will not be paid.  It is the vendor’s responsibility to ensure delivery of 
invoice(s) to the proper City Department/Division/Personnel.  Invoices must meet the following 
conditions for payment: 
 

a) Price on invoice must correspond to the pricing listed on purchase order and/or contract. 
b) Contractor must submit price lists in accordance with bid requirements. 
c) Original invoice must be submitted to the appropriate City of Detroit Accounts Payable 

Section. 
d) Copy of invoice must be submitted to the department personnel identified on the purchase 

order as being responsible for processing payment.  If a department contact person is not 
listed on the purchase order the vendor shall request in writing, from the Purchasing Division, 
the name and phone number of the contact person responsible for processing payment. 
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BIDDER’S COMPANY NAME_________________________________ RFQ # 48731 
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CONTRACT ACCEPTANCE: 
The successful bidder shall be notified of the execution of a contract by the City of Detroit upon 
issuance of a "Contract Award Notice" or a Purchase Order.  The "Contract Award Notice" shall 
contain the date the contract award was approved. 
The signed, accepted bid of the successful bidder will be the contract between the bidder and the City 
of Detroit, containing the full description of all contractual terms and conditions. A copy of your signed 
bid will not be mailed to you. Each bidder shall keep a copy of his/her signed bid form for future 
reference. 
 
 
NOTICE TO BIDDERS 
This bid solicitation includes the City’s of Detroit’s preference for environmentally preferred goods and 
services where applicable.  The City of Detroit will utilize and compare the responses to this bid to 
available cooperative purchasing agreements.  For a complete explanation refer to Chapter 18 of the 
1984 Detroit City Code, Finance and Taxation, Article V, Purchases and Supplies, Division 1, Goods 
and Services. 
 
A partial list of cooperative purchasing agreements follows: 
 

1. National Intergovernmental Purchasing Alliance (National IPA) 
www.nationalipa.org 
 

2. National Intergovernmental Purchasing Alliance (National IPA) 
www.njpacoop.org 

 
3. Western States Contracting Alliance (WSCA) 

www.aboutwsca.org 
 

4. U.S. General Services Administration (GSA) 
www.gsa.org 

 
5. U.S. Communities 

www.uscommunities.org 
 

6. MIDEAL (Michigan Delivering Extended Agreements Locally) 
www.michigan.gov/mideal (MIdeal Home Page) 

 
 
EQUALIZATION FACTOR: 
 
In accordance with Ordinance No. 15-00, any Detroit based firm shall be deemed a better bid than the 
bid of any competing firm which is not Detroit-based, whenever the bid of such competing firm shall 
be equal to or higher than the bid of the Detroit-based firm after the appropriate equalization 
percentage credit from the Equalization Allowance Table has been applied to the bid of the Detroit-
based firm.  
The firm making the lowest bid thus evaluated shall be deemed the lowest bidder. 
 
Vendors who wish to receive Equalization credit for bids submitted must fill out the attached 
Equalization Eligibility Form and return it with their bid document along with any supporting 
documentation required to substantiate eligibility.  The Equalization Eligibility Form and supporting 
documentation must be submitted with each and every bid response submitted by the vendor.  
Failure to return the Equalization Eligibility Form and/or Affidavit along with required documentation 
will result in equalization credit not being applied to your bid.   

http://www.nationalipa.org/
http://www.njpacoop.org/
http://www.aboutwsca.org/
http://www.gsa.org/
http://www.uscommunities.org/
http://www.michigan.gov/mideal


GENERAL CONDITIONS  
REVISED 16-APR-00 

Page 1 of 4 

 
1. Procurement Policy.  Procurement for the City of Detroit, shall be carried out in a manner which provides a fair 

opportunity to all eligible bidders to participate.  This bid shall be made without collusion with any other person, 
firm or corporation making any bid or proposal, or who otherwise make a bid or proposal. 

 
2. Non-Discrimination Clause.  In Accordance with all Federal and State Legislation and Regulations governing 

Fair Employment. Including but not limited to, Title VII of the Civil Rights Act of 1964 the Michigan Civil Rights 
Act and the Michigan Handicappers Civil Rights Act, the bidder agrees that it will not discriminate against 
employees or applicants for employment with respect to hire, tenure, terms, conditions or privileges of 
employment because of religion, race, color, national origin, age, sex, height, weight, marital status or handicap 
that is unrelated to the ability of the individual to perform the duties of a particular assignment or position.  The 
bidder recognizes the right of the United States and the State of Michigan to seek judicial enforcement of the 
foregoing covenants against the bidder or its subcontractors, or both, in order to provide for efficient cooperation 
and coordination in the handling of Contract compliance programs as provided in the Elliott-Larsen Civil Rights 
Act, as amended, and the Michigan Handicappers Civil Rights Act, as amended.  The Detroit Human Rights 
Department, The Detroit Human Rights Commission, the Michigan Department of Civil Rights and the Michigan 
Civil Rights Commission by mutual agreement, have authorized the Detroit Human Rights Department in a 
Contract compliance program to monitor all Contractors doing business with the City and to review the 
employment practices of Contractors seeking to do business with the City prior to entering into a Contract so 
that the mandates of Section 209 of the Michigan Civil Rights Act are carried out.  The bidder agrees to include 
this paragraph number 2 in any subcontract.  Breach of this covenant may be regarded as a material breach of 
the Contract. 

 
3. Unit Prices, Notations, and Workmanship.  Prices and notations must be typed or in ink.  Prices shall be for 

new items only unless specified otherwise in this Formal Bid Document.  No erasures or “white-outs” are 
permitted.  Mistakes may be crossed out and corrections entered and initialed in ink by the persons signing the 
bid document.  Unit prices shall be stated based on units specified.  The bidder may quote on all or a portion of 
a quantity as specified.  Quote on each item separately and indicate brand name or make.  All materials 
furnished must be new, of latest model and standard first-grade quality, of best workmanship and design, unless 
expressly specified. 

 
4. Prices Quoted/Cash Discounts.  Prices quoted must be net of discounts.  Cash discounts will be considered in 

the determination of low bidder, provided discounts are based on periods of 30 days or more after acceptance of 
goods or billing on bidder’s invoice, whichever is later.  Where net is equal to bid with cash discount deducted, 
award will be made to the net bid.  The bidder shall extend and total the bids. 

 
5. Sales Tax Exemption.  The City is exempt from sales tax on those articles which the City buys for its own use.  

Articles bought by the bidder and incorporated into other products are taxable to the bidder.  Such tax should be 
included in the price and will not be paid as an extra by the City.  Sales tax is excluded from incorporated 
products when the final product is sold to non-profit housing projects. 

 
6. Specifications, Change of Specification, and Errors or Omission.  Specifications which refer to brand 

names are given for reference.  Bidders may quote on equivalent articles, provided that brand name and catalog 
number(s) and any deviations are noted on the bid form and complete descriptive literature is furnished.  
Exceptions will state “Do Not Substitute.”  The decision of the City shall be final. 
 
If any of the terms and conditions prevent you from bidding, or if you wish to request revisions of specifications, 
or a change in quantity which will result in lower unit cost to the City, or get an interpretation, your request will 
receive consideration if presented to the City as much in advance of bid submission deadline as possible.  If any 
change is found desirable, the City will notify all bidders by mail and postpone bid submission date, if necessary.  
Bidders are not permitted to take advantage of any errors or omissions in specifications since full instructions 
will be given should they be discovered before bid submission date. 

 
7. Delivery Terms/Time.  F.O.B. delivered prices are preferred.  F.O.B. delivered means delivered to the dock 

of the institution of department noted on the bid, and will include all charges for packing, draying, etc.  Bidder 



General Conditions Continued 
Revised 16-APR-00 

Page 2 of 4 

may, at their option, quote F.O.B. shipping point.  Prices bases on F.O.B. Shipping Point will be considered after 
adding transportation charges and insurance costs.  Bidders must show shipping weight and point of shipments 
on all shipping point bids.  Delivery time is a part of the consideration and must be adhered to.  If time varies on 
different items, the bidder shall so state. 

 
8. Container.  Packing, reels, etc., if chargeable, must be shown as separate items.  Return freight must be paid 

by bidder. 
 
9. Labeling of Envelopes.  Bidders must label envelopes containing bid - “This envelope contains bid on (-

commodity-) File No.(-number-)Due on or before (-time-) on (-Date-)”.  A label is attached for convenience.  The 
name and address of the bidder are to appear on the outside of the envelope. 

 
10. Receipt of Bids.  Bids must be received in the Purchasing Division, 1008 Coleman A. Young Municipal Center , 

Two Woodward Ave., Detroit, MI  48226, prior to or on the date and time specified on the face of this bid form.  
Late bids cannot be accepted.  The responsibility of getting bids to the Purchasing Division on time rests entirely 
with the bidder. 

 
11. Withdrawal.  No bid shall be withdrawn for (90) ninety days from submission deadline unless other wise stated 

in this bid form.  Bidders may reduce this period if stated on bid, but such bids may be rejected on the basis of 
the reduced time period. 

 
12. Award.  The City reserves the unqualified right to award by item(s) unless otherwise stipulated, to waive any 

irregularity in any bid or to reject any and all bids when, in the judgment of the City, the best interest of the City 
will be served.  
 
The award of a Contract will not be made to any bidder who is in arrears in City taxes.  Ordinance 52-H, Chapter 
21, Article 3, forbids the award of any Contract to person(s)who are in arrears of City real estate, personal 
property and/or income taxes.  To ensure compliance with the above ordinance, bidders may contact the Real 
and Personal Property Tax Division (313 224-3568) and/or City Income Tax Division (313 224-3332) to 
determine their tax status. 
 
All awards will be made in accordance with the provisions of Section 21, Article III of the Detroit Municipal Code 
(Ordinance No. 52-H) which provides for purchasing and disposition of property consistent with the City Charter. 

 
13. Start of Work.  No Contract shall become effective until the Contract has been approved by the required City 

Departments and signed by the City of Detroit Purchasing Director.  Prior to the completion of this approval 
process, the Contractor will have no authority to begin work on this Contract.  The Finance Director shall not 
authorize any payments to the Contractor prior to such approval.  Nor shall the City incur any liability to 
reimburse the Contractor regarding any expenditure for the purchase of materials or the payment of services. 

 
14. Inspection.  All articles are subject to inspection and testing.  In case any articles are defective in material 

and/or workmanship, or otherwise, fail to meet requirements of this bid, the City shall have the right to reject or 
retain and correct such articles.  The bidder shall pay the City for expenses incurred in correcting defects.  
Rejected articles will be returned to bidders at their expense for handling, packing and transportation. 

 
15. Freight Rates.  Unless otherwise stated, any increase in published freight rates after submission deadline will 

be added to the Contract price, and conversely any decrease in the published freight rates will be deducted from 
the Contract price.  This applies only to movement of the finished product as sold to the City. 

 
16. Subcontracting.  None of the services covered by this Contract shall be subcontracted without the prior, written 

approval of the City and any grantor agency, if required. 
 
17. Assignment.  A Contractor shall not assign any purchase order or Contract or any monies due therefrom 

without prior approval of the City.  Contact the Purchases Agent for proper procedure. 
 



General Conditions Continued 
Revised 16-APR-00 
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18. Default.  Default is defined as the failure of the bidder to fulfill the obligations of their Formal Bid.  An event of 
default shall be construed as a material breach of this Contract. 

 
19. Damages for Breach of Contract.  The Contractor shall be liable to the  City for any damages it sustains by 

virtue of the Contractor’s breach, or any reasonable costs the City might incur enforcing or attempting to enforce 
this Contract, including reasonable attorney’s fees.  The City may withhold any payment(s) to the Contractor for 
the purpose of set-off until such time as the exact amount of damages due to the City from the Contractor is 
determined.  It is expressly understood that the Contractor will remain liable for any damages the City sustains 
in excess of set-off. 
 
If the Contract is so terminated for breach of Contract, the City may take over the services, and pursue the same 
to completion by Contract with another party or otherwise, and the Contractor shall be liable to the City for any 
and all costs occasioned to the City thereby. 
 
The City may assess upon the Contractor, for failure to meet any provision or condition of the Formal Bid, 
damages up to the amount of 15% or the amount of the cost incurred for the breach. 
 
Other remedies shall also be available to the City.  The previous provisions outlined herein shall be in addition to 
any and all other legal or equitable remedies permissible. 

 
20. Termination.  The Contractor agrees that the City shall have the right to terminate any award to the Bidder for 

cause, as determined by the Purchasing Director, without any liability whatsoever, upon the giving of ten (10) 
days notice. 

 
21. Audit, Inspection of Records and Cost Verification.  The City reserves the right to audit employees payroll 

records to verify labor charges upon 72 hours notice. 
 
The Contractor shall permit the authorized representative of the City to inspect and audit all data and records of 
the Contractor relating to its performance under this Contract during the term of the Contract and for three (3) 
years after final payment.  All records relating to this Agreement shall be retained by the Contractor during the 
term of the Contract and for three (3) years after final payment for the purpose of such audit and inspection. 

 
22. Compliance With Laws and Security Regulations.  The Contractor shall comply with and shall require its 

associates to comply with: (1) applicable federal, state and local laws, ordinances, code(s) regulations and 
policies, including, but not limited to, all security regulations in effect from time to time on the City’s premises; (2) 
codes and regulations for materials, belonging to the City or developed in relationship to this project externally; 
and (3) with the requirements of the grantor agencies when grant funds that are 
specifically related to this Contract are expended. 
 
The Contractor shall hold the City harmless with respect to any damages arising from any violations of same by 
it or its associates.  The Contractor shall commit no trespass on any public or private property in performing any 
of the Services encompassed by this Contract.  The Contractor shall require, as part of any subcontract that 
subcontractors comply with all applicable laws and regulations. 

 
23. Patents.  The Contractor shall protect and indemnify the City against expense of any nature, shall bear the cost 

of any law suits which may arise and shall pay damages which may be awarded against the City for the use, 
under this specification, of any patented device, process, apparatus, material or invention. 

 
24. Indemnity.  The Contractor agrees to save harmless the City against and from any and all liabilities, obligations, 

damages, penalties, claims costs, charges, losses and expenses (including without limitation, fees and 
expenses for attorneys, expert witnesses and other consultants), which may be imposed upon, incurred by or 
asserted against the City by reason of any negligent or tortuous acts or any failure by the Contractor to perform 
its contractual obligations during the term of this Contract. This provision shall apply to all matters whether 
litigated or not, and shall include disputes between the Contractor, the City of Detroit and any negligent or 
tortuous errors or omissions attributable to the Contractor, its subcontractors or Agents.  
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25. Conflict of Interest. The Contractor covenants that it presently has no interest and shall not acquire any 

interest, direct or indirect, which could conflict in any manner or degree with the performance of the services 
under this Contract.  The Contractor further covenants that in the performance of this Contract no person having 
any such interest shall be employed. 
 
The Contractor further covenants that no officer, agent, or employee of the City and no other public official who 
exercise any functions or responsibilities in the review or approval of the undertaking or carrying out of this 
Contract has any personal or financial interest, direct or indirect, in this Contract or in the proceeds thereof via 
corporate entity, partnership, or otherwise. 
 
The Contractor also hereby warrants that it will not and has not employed any person to solicit or secure this 
Contract upon any agreement or arrangement for payment of a commission, percentage, brokerage, contingent 
fee, other than bona fide employees working solely for the Contractor either directly or indirectly, and that if this 
Warranty is breached, the City may, at its option, terminate this Contract without penalty, liability or obligation, or 
may, at its election, deduct from any amounts owed to the Contractor hereunder, any amounts of any such 
commission, percentage, brokerage, or contingent  fee. 

 
26. Addresses.  Contractor shall notify the City upon any change of address, telephone number, facsimile number 

and electronic mail address, where applicable, within five (5) business days of such change.  The notice shall be 
delivered in writing Purchases Agent identified on the Purchase Order and shall include all of Contractor’s 
changed information and the effective date of such change. 

 
27. Taxpayer Identification Number.  Contractor shall notify the Purchasing Director and the Income Tax Director 

of the City upon the change of Contractor’s taxpayer identification number.  Such notification shall be in writing; 
shall include at a minimum, the Contractor’s taxpayer identification number in use by the City, Contractor’s new 
taxpayer identification number and all contract and purchase order numbers under which the Contractor is 
currently providing goods and services to the City; and, shall be delivered to the City within five (5) business 
days of Contractor’s receipt of confirmation of the registration of the new taxpayer identification number by the 
Internal Revenue Service.  Failure of the Contractor to supply the information required, may be deemed and 
event of default at the sole discretion of the City. 

 
28. Setoff.  In addition to Conractor’s obligation to not become in arrears to the City for any obligation owed to the 

City, City shall have the right to recover from payment owed to Contractor by City, delinquent withholding, 
corporate and property tax liabilities owed to the City by Contractor.  The City’s right of recovery shall be a setoff 
against those payments owing to Contractor by virtue of this, or any current City Contract.  The City will provide 
written notice to Contractor of any intention to invoke its right to setoff payments due to Contractor under this 
Contract against delinquent withholding, corporate and property tax liabilities owed.  Such written notice shall be 
delivered to Contractor at the address provided in the Contract/Purchase Order. 



SPECIAL CONDITIONS 
(EFFECTIVE 16-APR-00/REVISED 22-SEP-00/REVISED 31-OCT-03) 

 
1. Ordinances/Definitions.  Copies of related ordinances, executive orders, and 

definitions of all terms.  “Detroit-Based Business,”  “Minority” and “Resident” are 
available upon request by contacting the Office of the City Clerk at Room 200 
Coleman A. Young Municipal Center, Detroit, MI  48226, 313.224.3270.  Vendors 
requesting a copy of the Purchasing Ordinance effective 16-AUG-00 should refer 
to Ordinance #15-00 when requesting additional information. 

 
The following definitions shall apply to the Formal Bid document and all 
attachments: 
 
City  -  The City of Detroit acting through the Purchasing Director 
 
CCD  - Contract Compliance Division of the City of Detroit’s Finance Department 
 
Bidder  -  The person or entity so named in the Formal Bid Document, or their 
authorized representative. 
 

EFFECTIVE APRIL 16, 2000 REQUIREMENTS FOR RECEIVING 
EQUALIZATION CREDIT HAVE BEEN REVISED. Please review the following 
definitions and requirements for certification carefully.   
 
*Detroit-Based Business (DBB) – means a business which pays City income 
taxes on the business’s net profits and pays City property taxes on 1) a plant or 
office and equipment which are ordinarily required for the furnishing of the goods 
or the performance of the services required by the contract and referred to in the 
application for certification as Detroit-based business or on 2) other real or 
personal property in the City equivalent in value to such plant or office and 
equipment, for not less than one (1) taxable year immediately prior to the date of 
the application for certification.  In addition, a Detroit-based business shall satisfy 
three (3) of the following eight (8) criteria: 
 
1. Provide verification that an existing inventory of the product(s) which the 

business offers to the City is physically located at a City site. 
2. Provide verfication of the ability of the business to service/repair 

product(s) to be sold to the City at a City site. 
3. Provide verfication that the business has an adequate number of 

employees based at its City site to perform the services indicated in its 
application for certification. 

4. Headquarters I located within the City 
5. Provide references, licenses or other means of verifying to the City that 

the services the firm offers have been provided at a City site for at least 
one (1) year prior to the date of application. 
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6. Provide documentation that the majority (51%) of the firms employees 
working at its City site are Detroit residents. 

7. Provide verification that the firm has physical resources and ability to 
provide the services indicated in its application for certification at a 
location with the City. 

8. 51% of full-time employees including chief officer and managers regularly 
work and conduct business in the City. 

 
*Detroit-Based Small Business – Any business which meets the definitions of 
Detroit-based business and small business concern as certified by the City of 
Detroit Human Rights Department prior to bid due date. 
 
*Detroit Based Micro Business Concern (DBMBC) – Means a business which 
meets the definitions of Detroit-based business concern and a micro business 
concern. 

  
 *Detroit Headquartered Business (DHQ) – Means a business which meets the  

definitions of  Detroit Based Business Concern and Headquarters. 
 

**Detroit Resident Business (DRB) – Means any business which employs a 
minimum of four (4) employees, at least fifty-one (51%) percent of which are City 
residents. 
 
*Headquarters – Means the place where the chief executive officer and highest-
level managerial employees of a business have their offices and perform their 
management function. 
 
***Joint Venture – Means a joint venture of separate firms, one of which is a 
DBB, DBSB, DRB or DBMBC, which has been created to perform a specific 
contract, and is evidenced by a written agreement which provides at minimum 
that the DBB, DBSB, DRB, or DBMBC: 
 

1. Is substantially included in all phases of the contract including, but not 
limited to, bidding and staffing; 

2. Provides at least fifty-one percent (51%) of the total performance, 
responsibility, and project management of a specific job; 

3. Receives at least fifty-one (51%) of the total remuneration from a 
specific contract; and 

4. Shares profits and losses 
 

***Mentor Venture – Means a joint venture of separate firms, one of which is a 
DBB, DBSB, DRB or DBMBC, which has been created to perform a specific 
contract, and is evidenced by a written agreement which provides at minimum 
that the DBB, DBSB, DRB, or DBMBC:  
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1. Is substantially included in all phases of the contract, including, but not limited 
to, bidding and staffing: 

2. Provides at least thirty (30%) of the total performance, responsibility, and 
project management of a specific job; 

3. Receives at least thirty  percent (30%) of the total remuneration from a 
specific contract; and 

4. Shares in profits and losses 
 
**Micro Business Concern (MBC) – Means a business, which is one (1) of the 
following: 
 
1. A manufacturing business which has no more than fifty (50) employees; or 
2. A general construction business which has annual gross receipts of not more 

than one million seven hundred thousand dollars ($1,700,000.00); or 
3. A specialty construction business which has annual gross receipts of not 

more than seven hundred thousand dollars ($700,000.00) 
4. A wholesale business which has no more than ten (10) full-time employees; 

or 
5. A retail business which has annual gross receipts of not more than five 

hundred thousand dollars ($500,000.00); or 
6. A service business, other than professional services, which has annual gross 

receipts of not more than five hundred thousand dollars ($500,000.00) 
 
Note:  A business which is an affiliate or a subsidiary of any entity that is not 
eligible for certification as a micro business concern shall not be certified as a 
micro business concern. 
 
*Small Business Concern (SBC) – Means a business which: 
 
1. Has been in existence and operating for at least one (1) year prior to the date 

of application for certification as a small business concern; and 
2. Does not meet the definition of a micro business concern, as defined in this 

division, and 
3. Is one (1) of the following: 

 
a. A manufacturing business which, for the three (3) fiscal years preceding 

the date of application for certification has provided full-time employment 
to not more than five hundred (500) persons; or 

b. A general construction business which, for the three (3) fiscal years 
preceding the date of application for certification, has average annual 
gross receipts of not more than seventeen million dollars ($17,000,00.); or 

c. A specialty construction business whose average annual gross receipts 
have not exceeded seven million dollars ($7,000,000.00) in the three (3) 
fiscal years preceding the date of application for certification; or 
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d. A wholesale business which, for three (3) fiscal years preceding the date 
of application for certification, has provided full-time employment to not 
more than one hundred (100) persons; or 

e. A retail business which, for the three (3) fiscal years preceding the date of 
application for certification, has average annual gross receipts of not more 
than five million dollars ($5,000,000.00); or 

f. A service business, other than professional, which, for the three (3) fiscal 
years preceding the date of application for certification.  Has average 
gross receipts of not more than five million dollars ($5,000,000.00) or 

g. A professional services business which for the three (3) fiscal years 
preceding the date of application for certification has had average gross 
receipts or not more than three million dollars ($3,000,000.00) 

 
Note:  A business which is an affiliate or subsidiary of any entity that is not 
eligible for certification as a small business shall not be certified as a small 
business. 
 

*As demonstrated by submission of the Equalization Eligibility Form and proof of 
certification by the City of Detroit Human Rights Department.   These categories must 
be certified by the City of Detroit Human Rights Department at time of bid submission.  
If a vendor(s) is not certified at the time of bid submission then equalization credit shall 
not be applied.  For information regarding Certification call 313.224.4950.  Failure to 
submit proper documentation with bid response may result in equalization credit not 
being applied.  Vendors are strongly encouraged to make application for certification for 
all applicable categories.  The certification process is lengthy and involved.  Applications 
are closely scrutinized to determine eligibility of firms.  Applications are processed in 
order of receipt.   
 
**As demonstrated by submission of Equalization Eligibility Form and Affidavit included 
with your bid package.  Failure to submit these forms with your bid will result in 
equalization credit not being applied to your bid response.  These forms must be 
included with each and every bid where the vendor wishes to receive consideration for 
equalization credit.   
 
***As demonstrated by submission of Equalization Eligibility Form and a copy of the 
written agreement between the parties to the Joint Venture or Mentor Venture.  The 
Joint or Mentor Venture agreement must be submitted with each and every bid 
response submitted for consideration of applicable eligibility credit.  The agreement is 
subject to review and acceptance by the City of Detroit. 
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2. Eligible Bidders.  An “X” below indicates the classification of bidders that the 
City has determined to be eligible to compete for this contract. 

 
2.1 Competition for this Contract is open to all qualified bidders.  (  X  ) 
 
2.2 Competition for this Contract is restricted per Ordinance No. 52-H to 

Detroit-Based Businesses.       (      ) 
 
3. Subcontractor Utilization Requirements.   The City has determined that 

____________% of the total Contract amount shall be subcontract to MBE’s who 
have obtained certification from the Contract Compliance Division (CCD) prior to 
bid due date.          (      ) 

 
4. Minority and Resident Hiring.  (Executive Order No. 22)  The worker hours on 

this Contract shall be performed by no less than 50% bona fide City residents, no 
less than 25% minorities and at least 5% women.    (      ) 

 

ALL INFORMATION PROVIDED IN RESPONSE TO THE INVITATION FOR BID IS SUBJECT TO VERFICATION AND ACCEPTANCE 
BY THE CITY OF DETROIT.  IF IT IS FOUND THAT INFORMATION SUBMITTED IS NOT VALID THE VENDOR MAY BE SUBJECT 

TO BEING PLACED IN DEFAULT AND/OR BID REJECTION AS DETERMINED BY THE CITY OF DETROIT PURCHASING 
DIRECTOR. 

























REVISED 10-31-03 

EQUALIZATION ELIGIBILITY FORM 
 

In accordance with Ordinance No. 15-00, any Detroit based firm shall be deemed a better bid than the bid of any competing 
firm which is not Detroit-based, whenever the bid of such competing firm shall be equal to or higher than the bid of the 
Detroit-based firm after the appropriate equalization percentage credit from the Equalization Allowance Table has been 
applied to the bid of the Detroit-based firm. NOTE:  IT IS THE VENDOR’S RESPONSIBILITY TO COMPLETE THIS 
FORM, PROVIDE ALL NECESSARY DOCUMENTATION AND RETURN IT WITH YOUR BID.  FAILURE TO DO SO MAY 
RESULT IN EQUALIZATION NOT BEING APPLIED.   
 
Company Name_________________________________________________ RFQ #_______________ 

 
A vendor qualifies for equalization credit as per section 18-5-2 of the purchasing ordinance as follows: 
 

Vendor to check all categories which apply* 

 
 Detroit Based Business (as certified by the City of Detroit Human Rights Department prior to bid due date.  Proof of certification must be 

submitted with each and every bid response.) 
 Detroit Based Business with Headquarters in Detroit (as certified by the Human Rights Department prior to bid due date.  Proof of 

certification must be submitted with each and every bid response. 
 Detroit Resident Business (as certified by completion of the affidavit attached to bid documents.  The affidavit must be completed and 

returned with each and every bid for consideration) 
 Detroit Based Small Business (as demonstrated by furnishing proof certification by the City of Detroit Human Rights Department.  Proof 

of certification must be submitted with each and every bid for consideration.) 
 Detroit Based Micro Business Concern ( as certified by completion of the affidavit attached to bid and proof of certification as a Detroit 

Based Business.  The affidavit and certification must be completed and returned each and every bid for consideration) 
 Joint Venture  OR     Mentor Venture (You may only select one.  One of the parties to the joint or mentor venture must be a certified 

Detroit Based Business prior to bid due date in order to receive equalization credit as a joint or mentor venture.  Proof of certification by the 
City of Detroit Human Rights Department along with a copy of the Joint or Mentor Venture agreement between the parties involved is 
required.) 

 
*The information submitted to substantiate Equalization Eligibility is subject to verification and acceptance by the City.  Should it be found that the 
vendor is not eligible to receive equalization credit it will not be applied.  Should it be found that information submitted has been falsified the vendor 
may be placed in Default by the City for up to a three year period at the discretion of the City of Detroit Finance Department – Purchasing Division. 

TABLE I 
Equalization Allowance for Detroit-based business and/or Detroit Resident Business 

 
DOLLAR VALUE  DETROIT BASED DETROIT RESIDENT 
Up to $10,000.00  5%  5% 
$10,000.01 to $100,000.00  4%  4% 
$100,000.01 to $500,000.00  3%  3% 
$500,000.01 and over  2%  2% 
 
Detroit Based Business w/Headquarters in Detroit                               3% 
 

TABLE II 
*Equalization allowance for Detroit Based Small Business, Detroit Based Micro Business, Joint Venture, Mentor Venture: 

 
Category      Equalization Percentage 
Detroit Based Small Business     1% 
Detroit Based Micro Business Concern     2% 
Joint Venture       2% 
Mentor Venture       1% 
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